For All Roles
General AHLTA Information

= Remove Tool Bar

. Select Tool Bar from [
drop-down menu.

2 Select None.

= Set Startup Options

. Select Startup Options from
Tools drop-down menu.

f

Select startup opuon.

3o Chick OK.

= Spr hppninrmﬁnr Prul'mrtius

. sclect Change Selections
button or Options on the Pr
11X Ling,

2. selecr Chinde and Provider

pre ferences,

[

select Today Only.
4, sclect Set Selections as
Default button.

= Set Appointment Display

Click and drag colurmn o
E':I'I'(,‘.I"C!’]'('l{ ]'.Il:-ii.'.l'.i.

select Change Selections
barron,

Select Set Column Order as
Defaults hutton,

< Lock and Unlock Workstation
I, Press CTRL + 22 keys o
||)|.'|\.-.

2. To Unlock Workstanon,

seleer :ir}rﬁh:‘.;num fronmy Neates

!.“EH'.

3. Beenter vour Porrenioid

< AHLTA Help
. Seleer Help Topics from the
Hedr drop-diswn menu,

2 heareh iJj.' module or key
word,

Jume Y, 20005

GLOBAL INFORMATION
for GUALITY CARE

Clerk/Records Review
Quick Reference
Guide (QRG)




GLOEAL (NFORMATIZIN
For QUALITY CARE

= Search for a Patient

J:

2

b Dsdeder T click Search.
Forer search crrer in
n]:]m }F‘.-1'1'r'lil_‘ fields.

(lick Find.

select appropriate patent and
chek OK.

w Create a Walk-In/Sick Call

Appointment

I

-

-

[

Click New Appt cn Acnon Bar.

Conduct panent search, i
reguired,

Verify Assigned Chinic and
Provider; sclect Appointment
Type; enter Reason for
Appoinunent, sclect USV Type
aned seleer Related to
Injury/Accident? if required,
lick OK,

Selecr appointment/ telephone

consult to be canceled.
(hck Cancel on the Acnon Bar.

Select appropnate reason for
cancellaton and click OK,

= Undo a Cancelled Appointment

i

7

3

scleer eancelled appointment.
Click Undo Cancel on the
Aenon Bar,

{:h'i_-]\ ‘rr{:ﬁ 100 DO 'i':lf]{'l'.f“L'tI:

HPPU'IHTT‘:"III'[][.

=+ Transfer a Appointment/Teleon

1.

2k

Select appointment ftelephone
consult o transter and chick
Transfer on the Acton Bar
Sclect Prodder from New Proseder

olr }F‘I-L]I'ﬁ'l.'-.:l'l s andd Click QK.

%+ Create a Telephone Consult

X

i
-

In Fadder st click Telephone
Consult.

Click Wew Telecon o Acton Bar,
Conduct a pagent scarch, if
recpured.

Venly Assigned Clinie and
Provider; enter Reason for
Telephone Consule, e Call
Back Number, sct Urgency, and
complete Notes secton.

Click OK.

Verify a Padent’s Demographics

i

2

3,

Select the patient.

[n Fodder Lt click Demographics.

Venfy the panent’s information,

%+ Edit a Patient’s Demographies

1.

Lol

g p]

Selecr the panent,

L Paddder | 2vt, click Demographics.
Verify the patent’s information,
lick Edit on the Acoon Bar,

| kit pertinent ]?HtiL'r'&I information.
Chck Save icon on the Acton Bar,

{_lick Close on the Acoon Bar,

MNote: It s recommended 1o edie
pacent informadon i CHCS as the
infeamaden i AHETA does notwnice
back ro CHES a this tirme.

+ View a Patient’s Previous Encounter

1
YL

3.

Select the pavent
In [pdder 1 it click Previous
Encounters.,

5(:[(:(2[ CTECOUNTETD T FEVICW,

=« Runa Report

7

o

It Doeter 1 2st, click Reports.
Seleer desired report.

Seleet parameters.

R Report.

Close module




